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Certificate from Intern Organization

This is to certify that \'\Q\\Q“Q\\J ‘S\\M\h\ (Name of the intern)
Reg. No_ 2\ %0a\ o Bqﬁlﬂ of e m(l%ame of the
College) underwent internship in 2P - Yigh-Ddrool PPl (Name of the
Intern Organization) from 13- % - QY to_q0 -% - 99

The overall performance of the intern during his/her internship is found to be

Mﬂj; (Satisfactory /NotSatisfactory).

= okt
Authorized Ségjzﬂqn?,(y }QHZ#D):"?& and Seal
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Official Certification

This is to certify that K E —\ LC\%) ) (Name of
the student) Reg. No. 9192 6D Ibéqﬁtghas completed his/her Internship in

?‘J’_H_EJL_’S_C[M_\;_WJ/ lName of the Intern  Organization)
Qb tem Aendlip  (Titie of the

on

Internship) under my
supervision as a part of partial fulfillment of the requirement for the
Degree  of Commese(C.

@w% chnté’ ¢ ‘]k;’k( Nm)rfmc of the College).

in the Department of

This is accepted for evaluation.

(Signatory with Date and Seal)

Endorsements

k-l b

Faculh ide

Head of th M
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Student’s Declaration

Q
I, kﬁ\\{?ﬁ\\i \S\\\N a student of B. o™ LC’\QJ\ ‘0\‘\\]
Program, Reg. No. mggﬁ}ﬁ_\ﬂof the Department of Commer( €.

College do hereby declare that I have completed the mandatory internship

from _Lb")Dﬁ}?OD to ?"((5?1}'2 d)2 in 219'}'”.9]‘&3‘[106], FPP”' (Name of
3 o I‘ - T

the intern organization) under the Faculty Guideship of

S €S- YO (Name of the Faculty Guide), Department of
Commer € Ly Doy Collene (m /).
' = )
(Name of the College)
(Signature and Date)

\k .w
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L Instructions to Sludentsj

Please read the detailed Guidelines on Internship hosted on the website of AP’ State
Council of Higher Education https://apsche.ap.gov.in

ks

10.

11.

2.

It is mandatory for all the students to complete 2 months (180 hours) of short-
term internship either physically or virtually.

Every student should identify the organization for internship in consultation
with the College Principal/the authorized person nominated by the Principal.
Report to the intern organization as per the schedule given by the College. You
must make your own arrangements for transportation to reach the
organization.

You should maintain punctuality in attending the internship. Daily attendance
is compulsory.

You are expected to learn about the organization, policies, procedures, and
processes by interacting with the people working in the organization and by
consulting the supervisor attached to the interns.

. While you are attending the internship, follow the rules and regulations of the

intern organization.
While in the intern organization, always wear your College Identity Card.
If your College has a prescribed dress as uniform, wear the uniform daily, as
you attend to your assigned duties.
You will be assigned a Faculty Guide from your College. He/She will be
creating a WhatsApp group with your fellow interns. Post your daily activity
done and/or any difficulty you encounter during the internship.
Identify five or more learning objectives in consultation with your Faculty
Guide. These learning objectives can address:
a. Data and Information you are expected to collect about the
organization and/or industry.
b. Job Skills you are expected to acquire.
c. Development of professional competencies that lead to future career
success.
Practice professional communication skills with team members, co-interns,
and your supervisor. This includes expressing thoughts and ideas effectively

- through oral, written, and non-verbal communication, and utilizing listening

skills.
Be aware of the communication culture in your work environment. Follow up

and communicate regularly with your supervisor to provide updates on your
progress with work assignments.
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13.

14.

15.

16.

|
18.

19.

20.

21:

Never be hesitant to ask questions to make sure you fully understand what
you need to do your work and to contribute to the organization.

Be regular in filling up your Program Book. It shall be filled up in your own
handwriting. Add additional sheets wherever necessary.

At the end of internship, you shall be evaluated by your Supervisor of the
intern organization.

There shall also be evaluation at the end of the internship by the Faculty
Guide and the Principal.

Do not meddle with the instruments/equipment you work with.

Ensure that you do not cause any disturbance to the regular activities of the
intern organization.

Be cordial but not too intimate with the employees of the intern organization
and your fellow interns.

You should understand that during the internship programme, you are the
ambassador of your College, and your behavior during the internship
programme is of utmost importance.

If you are involved in any discipline related issues,
from the internship programme immediately and disciplin

initiated. .

you will be withdrawn
ary action shall be

22. Do not forget to keep up your family pride and prestige of your College.

S (7) > S
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CHAPTER 1: EXECUTIVE SUMMARY

The internship report shall have only a one-page exccutive summary. It shall include
five or mure Learning Objectives and Outcomes achicved, a bref description of the
sector of busimess and intern organization and summary of all the activities done by
the intern dunng the period.
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CHAPTER 2: OVERVIEW OF THE ORGANIZATION

Suggestive contents
A. Introduction of the Organization
B. Vision, Mission, and Values of the Organization
C. Policy of the Organization, in relation to the intern role
D. Organizational Structure
E. Roles and responsibilities of the employees in which the intern is placed.
F. Performance of the Organization in terms of turnover, profits, market

reach and market value.
. Future Plans of the Organization.
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CHAPTER 3: INTERNSHIP PART

Description of the Activities/Responsibilitics in the Intern Organization during Internship,

schedule, equipment used,

which shall inclwde - details of working conditions, weekly work

and tasks performed. This part could end by reflecting on what kind of skills the intern

acquired,
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WEEKLY REPORT
 WEEK -1 (From DIz Pto D@52

Objective of the Activi ty Donc:

Detailed Report:
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ACTIVITY LOG FOR THE FIRST WEEK

Day

Date

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature

Day -1
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WEEKLY REPORT
_____ WEEK -2 (From DIOS DA 0 DA=NIN)

1h]whwo{ the Activity Done:

Yetailed Report:
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ACTIVITY LOG FOR THE

SECOND WEEK

Day

Date

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature

Day -1
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WEEKLY REPORT
WEEK -3 (From Dt'.\.%:%ﬂ-?). to D22 )

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE THIRD WEEK

Day

Date

Brief description of the daily
activity

Learning Outcome

Person In-
Charge
Signature

Day -1
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WEEKLY REPORT
WEEK -4 (From DON=XDA. to DIAGLD)

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE FORTH WEEK

|
| Person In-

Brief description of the daily Learning Outcome Charge
activity Signature

( Day
&
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WEEKLY REPORT
WEEK -5 (From DR\ 0 D25

Objective of the Activity Done:

Detailed Report:
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ACTIVITY LOG FOR THE FIFTH WEEK

S

Day

Date

Brief description of the daily
achvity

Learning Outcome

Person In-
Charge
Signature

Day -1
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CHAPTER 5: OUTCOMES DESCRIPTION

Describe the work envirgrlment you hl.we expeﬁenced (in terms of people interactions,
acilities ﬂ[l{?”ﬂbk’ and maintenance, F!nnf}; nf. job ro!es, protocols, procedures, processes,
discipline, hm:.: mr_magumcnt, hnrmm_nm_:s relationships, socialization, mutual support and
eamwork, motivation, space and ventilation, elc,)
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cribe the real time technical skills you have acquired (in terms of the job-

r}arrd c.ll'”'u and hands on experience)
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Describe the rnar"lagcnal skills you have acquired (in terms of planning, leadership,
team work, behaviour, workmanship, productive use of t

. j s _ ime, weekly improvement in
competencies, goal setting, decision making, performance analysis, etc.
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pcscn'bc hm.v you could improve your communication skills (in terms of
improvement inoral communication, writlen communication, conversational abilities,
confidence levels while communicating, anxiety management, understanding others, getting
understood by others, extempore specch, nh;‘fﬂy to articulate the key points, closing the

c?m;crsahmr, manttaining niceties and prolocols, greeting, thanking and appreciating others,
ctc.,
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the technological developments you have observed and relevant to the

Dcsc.fibc . . e .
a of training (focus on digital technologies relevant to your job role)
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Deseribe how could you could enhance your abilities in group discussions, participation
in teams, contribution as a team member, leading a team/activity.
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Internal Evaluation for Short Term Internship
(On-site/Virtual)

Objectives:

« - To integrate theory and practice.

» To learn to appreciate work and its function towards the future.

To develop work habits and attitudes necessary for job success.
To develop communication, interpersonal and other critical skills in the

future job.
To acquire additional skills required for the world of work.

Assessment Model:

e There shall only be internal evaluation.

« The Faculty Guide assigned is in-charge of
students and for the comprehensive and co
students.

The assessment is to be conducted for 100 marks.
e The number of credits assigned is 4. Later the marks shall be converted into
grades and grade points to include finally in the SGPA and CGPA.

» The weightings shall be:

the learning activities of the
ntnuous assessment of the

o Activity Log 25 marks
o Internship Evaluation 50marks
25 marks

o Oral Presentation
ord of the day-to-day activities. The Activity Log is

thus allowing for individual members within
groups to be assessed this way. The assessment will take into consideration

the individual student’s involvement in the assigned work.
ctivity Log, the following shall be

e Activity Log is the rec
assessed on an individual basis,

e While evaluating the student’'s A
considered -
a. The individual student’s effort and commitment.
b. The originality and quality of the work pro
student.
c. The student’s integratio
d. The completeness of the Activity Log.
e The Internship Evaluation shall include th
“on Weekly Reports and Outcomes Descrip
a. Description of the Work Environment.

duced by the individual

n and co-operation with the work assigned.

e following components and based
tion
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Student Self Evaluation of the Short-Term Internship

-f;t_u_d-c_nl Name: \(Q\\Q \h\\na L T\\Q '\}f‘\

Term of Internship:

Date of Evaluation:

Organization Name & Address: 2 ’P -\_{“ 1‘* /g( Lﬁ@.\ ’ ; > !)}“

From:\% % - A

Registration Nn:":}\':lr-’\'\f\\t\f.-hl

To: 's(\ (\ 5 ’q‘))

—

-
|

Please rate your performance in the following areas:

Rating Scale:

zgxoch\tnb-w-u—-

h ® > o

Date:

Proactiveness

Oral communication
Written communication
Interaction ability with community
Positive Attitude

Self-confidence

Ability to learn

Work Plan and organization
Professionalism

Creativity

Quality of work done

Time Management

Understanding the Community
Achievement of Desired Outcomes
OVERALL PERFORMANCE

Page No:
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Letter grade of CGPA calculation to be provided
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Signature of the Student
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Evaluation by the Supervisor of the Intery Organizati
ation

o o -
—gene rame: KallepelS + Thaeas

Registration No: Q\Qﬁj‘q“\“cwn
Term of Internship: From: {¢, . % . A3 To: Aq -Y-99

Date of Evaluation:

Organization Name & Address: ‘Z-,P R@L éCl«Gb\ " ; P,P: Th

Name & Address of the Supervisor
with Mobile Number

Please rate the student’s performance in the following areas:

Please note that your evaluation shall be done independent of the Student’s self-

evaluation

Rating Scale: 1 is lowest and 5 is highest rank

2 5
4 Interactlon ablhty W1th commuruty 1 2 3 /4/ 5
5 Positive Attltude o s hf 1 2 3 A Lol
6 Self-confidence 1 2 3 4 5
7  Ability to leam | ' 1 2 3 s
8  Work Plan and orgamzanon 1 2 3 A 5
el I
10 Creat_:;{rl;yh = 1 - / ,4 e
o e G

12 Time Management

137 Understanding the Commnity o
14 Achievement of Desired Qutcomes -] 2 3 A 5
15 OVERALL PERFORMANCE 1 2 3 i e

Date; Signnlur@W

HEAD MASTER

Page No: ZP. H"g;hicm



[E—

- - : .l
| :filf{'.i |
5}5

Pa
ge N
o:




